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CBEC’S FUNCTION 


The Canadian Book Exchange Centre (CBEC) of the National Library 
of Canada functions as a national clearinghouse into which institutions 
can send publications they do not need and from which they can obtain 
a variety of publications. 


HOW CBEC STARTED 


The National Library has been involved in duplicate exchange activities 
for several years. Book exchange in the National Library began as a 
small operation to handle the Library’s own duplicates, but since 1969 
when the new National Library Act was passed, federal government 
departments and agencies have been required to send surplus library 
material to the National Library. It became necessary to consolidate 
exchange activities directed by different divisions in the National 
Library in order to deal with the increasing flow of material and to 
give more efficient service to the library community. The Canadian 
Book Exchange Centre was established for this purpose and commenced 
operations in September 1973; a year later it moved to a new office- 
warehouse type building at 85 Bentley Avenue, in Ottawa. 


OBJECTIVES OF THE CENTRE 


CBEC has the following objectives: 


1. To plan, develop and function as a national clearinghouse for 
library exchange material within the country 


2. To help ease the space and manpower problems of member libraries 
by enabling them to donate materials they no longer need but which 
may be valuable to other institutions, and to direct their manpower 
to other important tasks 


3. To preserve the national cultural heritage and to develop the re- 
sources of the National Library by giving it first choice of exchange 
material 


4. To support developing libraries 


5. To provide an efficient national service and discourage duplications 
of exchange activities which exist at local, regional or national levels 
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CONTRIBUTIONS TO THE CBEC COLLECTION 


Under the National Library Act, (section 10) 1969, federal government 
departments and agencies are required to send all surplus library 
material to the National Library. This and the exchange material 
received from university libraries constitute the bulk of the material 
CBEC receives. Many university libraries and other institutions are 
promoting national library development and resource sharing by their 
contributions to CBEC’s reservoir. Many have stopped their own 
exchange activities and are sending their duplicate collections to CBEC 
and using its facilities. 


HOW TO PARTICIPATE 


Application forms for participation are available from the Centre to 
institutions serving the public interest, supported by federal, provincial 
and municipal funds, libraries of nonprofit organizations, and special 
libraries. (Material should not be requested for sale or for personal 
use.) 


SERVICE 


The National Library provides staff, space and equipment as its con- 
tribution to the operation of the Centre; the service rendered by the 
Centre is free. Participating institutions pay the shipping charges for 
material they request and for material they donate to CBEC. In the 
financial year 1979/80 the Centre received 2 560 000 items and dis- 
tributed 739 000 publications. 


TYPES OF PUBLICATIONS TO BE SENT TO CBEC 


All types of useful publications including audiovisual material may be 
sent to the Centre. Institutions are not required to inform the Centre 
or ask permission from the Centre to donate material. The Centre 
cannot advise participants on the exchange value of specific material. 
Therefore, lists of publications should not be mailed to the Centre or 
telephone enquiries made for the purpose of having the Centre evaluate 
materials. The success of the Centre is dependent upon the quality of 
material it receives; participants are urged to use their judgment con- 


cerning the exchange value and condition of publications before sending 
them to CBEC. Generally the following should not be sent: 


1. Publications that were already offered by the participants to other 
libraries 


2. Loose-leaf publications 

. Unpublished material 

. Daily or weekly parts of monthly or yearly publications 

. Single or scattered issues of noncurrent periodicals 
Incomplete sets of publications which cannot be used in parts 
. Damaged publications 


. Textbooks which have been marked or underlined 


. Popular religious publications 
10. Self-help publications 


11. Trade catalogues, advertising brochures and propaganda literature 
printed in large quantities 


Institutions are asked to avoid marking the title page prominently with 
“cancelled,” “discard,” “withdrawn” or other similar phrases. When 
withdrawing the books from their catalogue, librarians are asked to 
insert the catalogue card in the book. This will facilitate the work of 
the Centre in listing books. No notice of receipt of shipments will be 
sent to institutions. 


ORGANIZATION OF PUBLICATIONS 


To facilitate the work of the Centre the materials have been organized 
into four units: Monographs, Periodicals, Canadian Official, and Foreign 
and International Official publications. At present, the organized 
material consists of 83000 monograph titles, 1096 000 issues of 
periodicals, 353000 Canadian Official publications and 250 000 
Foreign and International Official publications. 


Monographs. After initial sorting into language groups, some mono- 
graphs are sorted into subject groups. The material is then shelved for 
listing and limited personal selection. 


Periodicals. The title file is arranged alphabetically, but because of the 
difficulty in estimating shelf requirements for each title, periodicals are 
not organized alphabetically on the shelves. 


Canadian Official publications. Federal and provincial publications are 
separated, then organized alphabetically in pamphlet boxes according 
to the issuing department and title. 


Foreign and International Official publications. These publications 
are shelved alphabetically by country, issuing agency, title and date. 


DISTRIBUTION OF EXCHANGE MATERIAL 


(a) By Personal Selection 


An appointment is required to make a personal selection of material at 
the Centre. CBEC reserves the right to restrict the quantity and type of 
material which can be selected, as well as the number of visits in order 
to give equitable service to those who cannot visit the Centre. Partici- 
pants may bring their own want lists and make selections from CBEC’s 
collection. The Centre will provide book trucks during the selection 
process and pack and ship the material to the requesting institution. 
The Centre has no facilities for holding material. 


(b) By CBEC Lists Selection 


Participants may have lists sent to them on a regular basis, but if they 
do not respond to lists five consecutive times their names will be taken 
off the mailing list. However, they may rejoin the program at any time. 
Requesting institutions are assigned an identification number which is 
marked on the cover of each CBEC list. Responses to CBEC lists are 
usually processed by establishing a relation between the number of 
titles requested and the number of institutions requesting the material. 
The material is then fairly distributed. For example, if, out of 250 titles 
listed, 150 titles are requested by 50 institutions, an average of 3 titles 
will be distributed to each participant. In order to simplify the process 
of monographs distribution, participants are asked to indicate on the 
cover of the CBEC list the item number of the books being requested. 
Information such as author and/or title is not required. The Centre 
cannot ship material collect within the Ottawa area. Therefore, institu- 
tions from Ottawa have to provide the Centre with a telephone number 


so that they can be informed of material to be picked up from the 
Centre. Participants are requested to comply with the following instruc- 
tions when responding to CBEC lists, in order to prevent misinterpre- 
tations which may result in incorrect shipments. Shipping labels 
attached to responses will facilitate the shipment of material. 


1. Read the instructions on the cover page of each list carefully. 


2. Respond to the lists within the time period allotted (late responses 
are processed as want lists if the items requested are still available). 


3. Do not use the list as a working copy or mark any items except 
those required. 


4. Do not telephone or Telex your requests. 


Material cannot be sent by specific despatchers. Most publications are 
shipped CN or CP express collect, except those to be picked up from 
CBEC by the requesting institution. 


(c) By Want Lists 


Another way of distributing publications is through institutions’ want 
lists, except for monographs. CBEC usually processes want lists once a 
month. When sending requests for Canadian Official publications, 
Periodicals or Foreign and International Official publications, partici- 
pants are asked to keep the following in mind: 


1. Want lists should be submitted on 3” x 5"’ cards, one for each entry, 
and alphabetically organized according to the main entry. 


2. If a complete set is required, this should be mentioned on the 
3” x 5” card for the entry. 


3. Items requested are searched and cards for items not found are 
returned. Resubmission of these requests should not be made earlier 
than six months. 


4. The information on the cards should be complete, legible and free 
of discrepancies. 


5. The library's identification number, assigned by CBEC, should be 
marked on the upper left-hand corner of each card, or each card should 
be stamped with the institution’s return address. These and the requests 
received from different institutions are interfiled and processed. In 
order to minimize the loss of time and effort to all concerned, CBEC 
does not accept want lists for Monographs; requests for Foreign and 


International Official publications should be limited to those of the 
United States, Great Britain and international organizations. 


The Centre may limit the number of requests per institution per month. 


TELEPHONE CALLS 


Requests for material cannot be handled by telephone. 


PACKING 


The program’s packing policies and procedures are designed to give 
Participating institutions the best possible service and to enable CBEC 
to process donated materials quickly and efficiently. 


1. Each carton should contain one kind of material only, for example, 
periodicals. 


2. Each carton should be clearly marked to indicate the kind of 
material it contains; P for periodicals; M for monographs; C for Can- 
adian government documents; F for foreign and international official 
publications. 


3. The weight of each carton must not exceed 40 pounds. 


SHIPMENTS TO CBEC 


Institutions are not required to inform CBEC of their shipments. When 
an institution wants to stop its own exchange program and send its 
materials to the Centre, this matter should be discussed beforehand. 


To determine the most economical way to ship publications to CBEC, 
institutions are advised to compare the shipping charges of despatchers 
and obtain permission from the Post Office to use book rate and 
post-pak when applicable. 


Material sent to the Centre must be shipped prepaid. 


SHIPMENTS FROM CBEC 


CBEC sends small shipments by book rate as the postage on such ship- 
ments is considerably less than CN or CP collect rate. Institutions are 


expected to refund the Centre for the postage. (Publications cannot be 
sent book rate collect.) 


CORRESPONDENCE AND SHIPPING 


CBEC normally recognizes one address for each institution for corres- 
pondence and shipping purposes, and discourages addresses to personal 
attention. Main libraries are encouraged to order and receive material 
on behalf of branch or departmental libraries, but if different shipping 
addresses are required, separate applications must be made. Post Office 
Box addresses are not acceptable. 


Participants are requested not to forward the lists they receive from 
CBEC to other institutions. Correspondence should be marked with the 
requesting institution’s identification number and be directed to the 
appropriate unit of CBEC, for example, Periodical Unit. 


Shipping Address and for Personal Contact: 


Canadian Book Exchange Centre 
National Library of Canada 

85 Bentley Avenue 

Ottawa, Ontario 


Mailing Address: 


Canadian Book Exchange Centre 
National Library of Canada 

395 Wellington Street 

Ottawa, Ontario K1A ON4 


Telephone: (613) 995-2317 


Service Hours: 


8:00 a.m. to 4:00 p.m. 


Fiscal year 1978/79 
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